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Please complete all sections, obtain the necessary approvals and return the completed form to HR.  Please Note: Recruitment may only begin once this form has been fully authorised as appropriate.Appendix 1



	POSITION DETAILS:

	Job Title : 
	Department: 

	Business Unit : 
	Business Area : 

	Manager (N+1) : 
	Grade or Coefficient:

	Job/Person Specification attached                No  (Recruitment may not begin until specification provided)

	 
	 Please provide details:

	Full-Time                Part-Time                                                          
	

	Established             Temporary  
	

	Standard Days   Shifts          
	

	Probationary Period
	

	HEADCOUNT:

	Within Budget    Yes      No    If outside budget due to: New Job  /  Required increase in staff levels   

	If outside please justify : 



	If replacement within budget please state details of current job holder:

	Job Title:                                        Grade/Coefficient:                  Salary:

	Leaving Date:                                Reason for leaving:          


	SALARY/BENEFITS:

	
	If yes please provide details:

	Salary Range                
	From:                           To:

	Company Car/allowance   Yes     No        
	Business need   /  Perk                Value:

	Private Health Care           Yes     No 
	

	Relocation Assistance       Yes     No     
If yes, please justify
	

	Any other benefits:            Yes      No     
	

	ADVERTISING:                 

	Internal Only  / Internal and External  /  Agency                     

	Preference for adverts to be placed in a specific publication:
	



AUTHORISATION:
Signed by Manager (N+1) ____________________________  Date: ________________
Signed by Senior Manager (N+2)                                                Date: 
Signed by HRD				   Date: ________________
	Official Use

	Total cost of recruitment:
	Date vacancy filled:

	Agency used (if applicable):
	Name of candidate:

	Starting Salary:
	Start date:

	Line Manager : 
	Probation review date:
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